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SECTIONI. HOW TO ACCESSPCM S

1. Click on PCMSWeb icon (if you created the shortcut icon) or the link. The
WARNING window will appear. Read the message and click on OK.

YWarning

Y¥OU HAVE CONMWECTED TO A LS. GOWVERMMENT COMPUTER. IF ¥OU
ARE MOT AUTHORIZED ACCESS TO THIS SYSTEM, DISCOMMECT MOW.
All atternpts to access and use this system and/or its resources are subject to
keystroke monitoring and recording. Everyone using this system expressly
consents to such monitoring and is advised that if such reveals possible

evidence of criminal activity or abuse of access authority, the infarmation will be
reported to authorities for action. Unauthorized access attempts or use in excess
of documented autharity may subject you to a fine and/or imprisonment in
accordance with Title 18, USC, Section 1030 or administrative penalties or
dismissal.

2. The Logon popup window below appears. Enter your USERNAME and
PASSWORD. Click Logon.

lUsername Fassword

| |
Logan Cancel |

Every 90 days your password expires and must be changed. For instruction on changing
passwords, refer to Change Password in this section. NOTE: If your password iswithin
five days of expiring, a notification message will appear every time after you log into
PCMS up until the expiration date. After you successfully logon, the PCMS Main Menu
appears. To exit PCMS, press Exit PCMS from the Main Menu.
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PCMSMAIN MENU

After logging onto PCMS, the PCM S Main Menu appears:

¢2 PURCHASE CARD MANAGEMENT SYSTEM VERSION 4.0

ELCOME TO THE PURCHASE CARD MAMNAGEMENT SYSTEM (PCMS) TRAIMING SESSION.

Menu Bar consists of the following:

Cardholder

Used to reconcile purchase card transactions; and add, modify and view cardholder
profile accounting data. Refer to the sections from this guide for complete details of each
screen.

Change Password
This option allows you to change your system password.

Reports
Reports function is used to generate the Cardholder Report. For the cardholder, the

Cardholder Report generates alisting of al transactions for that cardholder’ s account for
a specified time period.
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HOW TO CHANGE YOUR PASSWORD

From the PCM S Main Menu, select Change Password from the menu bar at the top
of the screen. The popup window below appears.

Lsername; |NFTST43
Old Password: |
Mew Password: |

Canfirm: |

Change Passward |

Y our assigned username automatically displayed. Type your old password and then your
new one. The following are the requirements for the password:

+ A password must be at least 6 characters. It can be from 6 — 20 a phanumeric
positions,

Must start with an alpha character;

» Cannot contain spaces;

Must be different by at least 2 characters from the previous password;

Cannot be reused.

X/
°

DS

X/
°

X3

*

Type the new password once again to confirm you have entered it correctly. NOTE: The

passwords will appear as asterisks. Click on Change Password button. Your new
password will be in affect the next time you log on to PCMS.

Contact your Local Agency Program Coordinator (LAPC) to reset your password if the
following situations occur:

¢ The 90 days has expired and you didn’t change your password
+« Entered your username and password three times unsuccessfully
% Recelve message that username and/or password are |ocked

NOTE: If you change your password before reconciling your transactions, you need to

exit the system and logon with the new password to reconcile or you will receive this
error message “Unable to update record” when attempted to reconcile.
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SECTION Il. CARDHOLDER MAINTENANCE
CARDHOLDER MENU

Cardholder provides a drop-down menu of options for PCM S cardholders to reconcile
accounts and perform related functions.

After this menu option is selected, the Cardholder drop-down menu displays three sub-
options:

€ PURCHASE CARD MANAGEMENT SYSTEM
ORACLE
Prafile Accounting ¢ ]

Purchase Card
Card Transaction

PCMS WEB RELEASE 5.1 1S INPRODUCTION. FOR ADDITIONAL INFORMATION ON THE ENHANCEMENTS
FOR THIS RELEASE FLEASE WISIT THE PROCUREMENT SITE WitdA L LISDA,
GOVIPROCUREMENTICARDVINDEX.HTML (RELEASE NOTES) OR COMNTACT YOUR AGEMCY
COORDINATOR.

RECYCLED TOMER CARTRIDGES - "EFFECTIVE DECEMBER 14, 2004, RECYCLED TOMER CARTRIDGES
WILL BE AUTOMATICALLY FROVIDED UNDER THE USDA OFFICE SUPPLIES BPAWITH BOISE CASCADE.
THIS WILL BE A FPILOT PROGRAM. THE DECISION OM WHETHER THIS WILL BE DOME THROUGH
AUTOMATIC SUBSTITUTION OR BY ELIMINATING NEW TONER CARTRIDGES FROM THE BPA IS STILL
FEMDIMG."

RECONCILIATION OF CALENDAR YEAR 2004 PURCHASES: ALL CALEMDAR YEAR 2004 TRAMSACTIONS

distart| | B 5 @ @ | B | B | @w.|&o.|@v.|&o. | &ne.|®e.. |[Ee. [« & smam

Below isabrief description of each option:

Profile Accounting: For cardholdersto view, add, and modify their profile accounting
data.

Purchase Card: For cardholdersto view their purchase card account information.

Card Transaction: For cardholders to reconcile, approve or dispute, their purchase card
transactions.
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PROFILE ACCOUNTING

The Profile Accounting screen allows the cardholder to modify the existing profile
accounting associated with their purchase card.

JRL=TE
Action Edit Block Field Re v He ; ORACLE

Account  Mumber Organization

448681 1410000046 [12° [ | [o8 [0z

Accounting Account Object  Distribution
Agency  Station  Code Description Class FPercent
C B | 7010000000 | a7 oo
n | | | |
n | | | |
n | | | |
n | | | |
n | | | |
n | | | |

= | | | [ ] =
Tatal Percent

=
=

0

distart| | B 5 @ @ |Bv.|@Ev.| &> 80| @v.| &0 &n.| @r.| E)o.|[Er. [« BE a:s0am

HOW TO UPDATE THE PCMS PROFILE ACCOUNTING CODE (DEFAULT
CODE):

1. Logonto PCMS.
2. Click on CARDHOLDER and select PROFILE ACCOUNTING.

{

3. Click onthe ™ |icon from the Command Bar to pull up your name and credit
card number.
4. Position acursor on the accounting code line.

5. Click onthe o (REMOVE) icon from the Command Bar to remove your
current accounting code information.

6. Enter the agency code: 34, your 10 digits accounting code, object classis aways

2670 and distribution percent is 100%

Click SAVE to save the changes.

8. Click ACTION and select EXIT.

~
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PURCHASE CARD

The Purchase Card screen is used to provide a quick view of the cardholder’s credit card

data. Thisis aview only screen. You need to click the Find |2

)

information.

=101 x|

Account Number

4601 [12] [ow 1410000045

Office [ Office
Address 1 Address 2

Office City Office State/ Office Zip Office Zip

Fateign Contry Code Code Ext

Region ’E Unit ’E Sub Unit ’M
Phone Number [ z0z.241-1166 | Monthly Limit [ 10,0000
Expiration Date ’m Single Purchase Limit ,—250000
Card Tax Exempt |4716-12-00000 =

Status Murnber
Checks Authorized? r

LAPC Name  [NAME NOT FOUND

S

s |80 @ |Bv || @] 8o Ev.| &0 En.|Be.| Eo|[Fr.. [« BF ssem
Thefollowing isabrief description of each field:

icon to pull up your

FIELD DESCRIPTION

Name The cardholder’ sfirst and last name

Account Number The cardholder’ s credit card number

Mailing Address Mailing address on the purchase card account. When the

(akaBilling Address)

merchant is asking for a billing address, this is the address to
use.

Phone Number The cardholder’ s business phone number

Monthly Limit The cardholder’s monthly limit. The maximum amount the
cardholder can spend one month. The hilling cycle date is the
7™ business day of each month. The monthly limit refreshes
after the billing cycle date

Expiration Date The expiration date of the cardholder’ s account.

Single Purchase Limit

The maximum dollar amount the cardholder can spend per
transaction/purchase. Multiple items may be purchased at one
time using the card; however, no single purchase may exceed
the authorized single purchase limit. CANNOT split the
purchase.

Card Status

Active, Deleted or Inactive

Tax Exempt Number

Our current Tax Exempt Number is 47000000. If the merchant
doesn’t accept this number, please provide atax exempt letter.

Checks Authorized?

I ndicates whether the cardholder is authorized to have checks

LAPC Name

The Local Agency Program Coordinator. Your PCMS contact
person.
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CARD TRANSACTION

The Card Transaction screen provides a summary of all transaction attached to a specific
cardholder along with the accounting charged. This includes transactions on cards that
have been reported as lost or stolen. Cardholders can either approve or dispute their own
transactions. The scroll bar to the left of the NAME will become active if there is more
than one credit card account.

& PURCHASE CARD MANAGEMENT SYSTEM

ORACLE
Account# Organization
S SR 46 448881 1410000046 [12] (99| [os [0z
Transactions I Purchase Detail ITransaction Maintenance] Dispute Maintenance _
Transactions
Approved Purchase Transaction Merchant hlel
Date Date Amount  Merchant Mame Merchant Address  City Sta
By | 07-28-2003 | 519.75 |RETAIL DEBIT ADJUSTMENT | | [
| | 07-24-2003 | 519,75 |RETAIL CREDIT ADJUSTMENT | | [
= | | 07-20-2003 | 513,75 |SPECCOMM INTERMATIONAL | |RALEIGH L
| | 06-20-2002 | 7 262.00 [TOSHIBA AMER/FACSIMILE | IRWINE [
= | 06-20-2002 | 975.00 |CUADRA ASSOCIATES INC | |LOS ANGELES |
Actions
Action ltern Description Comments
[Unapproved - |SUEISCRIF'TION RENEWAL TO THE RICE JOURNAL ‘ =
Cony Check Mo Date Received |07/20/2003 SF-281 Code
Tax ID Nurmber | Agency Ref Mumber |
1] [ v

eI ELEY | D] Ey.| @] 810 Bv.| €10 €1 | &e.| E1o.[[Br. [« DS ssoan

Please follow the instruction below to reconcile your transactions.

)

1. Click '* | FIND icon to pull up your name/card number and the unreconciled
transactions.

2. Place acursor on the transaction you wish to reconcile (thisis to select a transaction).
3. Goto ACTION and change the action code to "APPROVED".
4. Usethe Tab key or use your mouse to go to the ITEM DESCRIPTION (mandatory

field). Theitem description must identify the specific items purchased, e.g., Epson
Stylus C44US Inkjet Printer, not just computer equipment and/or supplies.
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NOTE: For check writers, the convenience check number will display in both the [Item
Description] and the [Conv Check No.] Please do not delete the check number. Only
authorized check writersare allowed to write checks within the waiver categories
and the amounts.

5. COMMENTS — Use the Item Description field first. If you need additional space use
the Commentsfield.

6. Convenience Check No —If check isissued, the check number will be listed
here.

7. DATE RECEIVED - The date you received the goods/services.
8. SF-281 - Leave the SF-281 Code blank.

9. TAX ID NUMBER (Mandatory field for check transactions only): You must
obtain atax identification number from the merchant to perform the reconciliation.

10. AGENCY REFERENCE NUMBER (Optional).

& PURCHASE CARD MANAGEMENT SYSTEM

ORACLE

Account# Organization
~ l4sm681  [1410000046 [12] [a0) [o8 [z
Transactions I Purchase Detail ITransaction Maintenancel Dispute Maintenance _
Transaction Maintenance
Object
Agency Station Accounting Code Account Description Class Dist AmountFFIS Doc 1D Cormments
- 7010000000 | | 2670 | 7 262.00 |
] | | | |
N | | | |
Total Amaount | 7.262.00
Object
AgencyStation Accounting Code Account Description Class Dist AmountComments
= | L |
[ | L |
S | [ | N
Total Amount |
Modify All Accty
1] | 3 -

I
I EEY | By @ @ €10 @v.| E1o. [ ETM Fe.| €10. [[Gr-. [« & wosan
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11. Click on TRANSACTION MAINTENANCE tab and then click on __Mo8if_| btton
(not the Modify All Acctg). You will need to move the screen to theright in order to see
this command (use the scroll bar at the bottom to move from sideto side) The
accounting code line will appear at the bottom of the screen. (NOTE: If you need to
reconcile a transaction to more than three accounting lines, you need to click on Record
and Insert after you have reached the third accounting line OR you can click Modify
button to insert aline). If this message comes up “ Accounting changes cannot be made
until this transaction completes the FFIS/PCMS’, it means the transaction is locked (has
not cleared FFIS). The FFIS/PCMS interface locks every transaction sent to FFIS to
prevent further changes and possible out of balance situations. Y ou will need to go back
to the [ Transactions] tab to change the [Action Code] to “unapproved” before moving to
the next transaction. It takes at least 24 to 36 hours before the transaction will be
unlocked.

HELPFUL HINT: The best way to check if the transaction has cleared FFIS isto place
acursor on that particular transaction and click on the Transaction Maintenance Tab.
L ook for this message “ Accepted by FFIS’ from the Account Description field. This
message means the transaction is available. If the Account Description field is blank,

click on __Modify | putton. If this message appears “ Accounting changes cannot be made
until this transaction completes the FFIS/PCMS reconciliation” , then move on to the next
transaction.

12. Account Description. Thisfield tellsthe availability of the transaction. A message
“Accepted by FFIS” will display if the transaction is available for reconciliation.

13. Enter the accounting code and select the appropriate Object Class. The object class
identifies the item purchased. All of the unreconciled transactions have the default object
class 2670 attached to them. It is very important to assign the correct object class. This
will help NFC and IRS to issue an accurate 1099 reporting. Only service object classes
will gener ate 1099s.

14. Click [Save] to save the changes.

15. After you clicked the [Save] button, it will ask you this Do you want to make any
additional accounting changes’, just say "No".

16. Look at the Status Bar at the lower |eft of the screen for this message " Transaction
Complete: records applied and saved”. Thisisto confirm the transaction went through.

17. Click on the first tab [ Transactions] to go back to the previous screen and repeat step
two to select the next transaction.

NOTE: Once the transaction is approved, the “Approved Date” will be populated to
reflect the update.
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PURCHASE DETAIL SCREEN

& PURCHASE CARD MANAGEMENT SYSTEM

Action Edit Block Eield Reco

ORACLE

Marme Account# Organization

 |UsER 4B |aasm81 1410000048
Purchase Detal | Transaction Maintenance | - Dispute Maintenance [T

" Purchase Detail
terchant Marme Transaction Amount
" 519.75

Freight Amount Duty Amount Sales Tax Order Date

Authorized Contact Marme Authorized Contact Phone Discount Amount

Typ
Quantity Unit Of MeasureUnit Cost Product Code  Purchase Detail Description [term Total Su

-

3

L1 A A A A A A A A A

distart| | B 5 @ @ |@v.|Bv.| &> &0 | @v.| &0 |ETH P | €10, [[Sr.. [« & wosam

The Purchase Detail tab displays information such as order date, sales tax, quantity,
product code, purchase detail description, etc. Note: this information will only be
populated if the merchant has sent the information to Bank of America. This level of

detail may not be available for all transactions.

The fields from this screen are protected against updates. It isfor your viewing only.
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DISPUTE MAINTENANCE

Action Edit Block Field Record Query Help Mindow ORACLE

Marme Account# Organization

5| |usER 48 448881 1410000046 E ag g |oz
Trangactions I Purchase Detail ITransaction Maintenance] Dispute Maintenance _

Dispute Maintenance

-

Purchase Date | ipSe=meuik
Merchant MNarme |RETAIL DEBIT ADJUSTMEMNT
Reference Mo |240?314I32059993021DDE!56

Disputes

Dizpute Code

Short

Description

Date Disputed | 05-165-2005 Date Resolved Date Merchant .

Contacted
Arnount B19.75
Corrments
4] | »

... ||
distart| | B 5 @ @ |Bv.|Ev.|@r.] Eo.|@v.| Eo.| &n.|@r.| Elo.|[Be. [« & w21am

HOW TO DISPUTE A TRANSACTION IN PCM S

Logon to PCMS.
Click on CARDHOLDER and select CARD TRANSACTION.

)

Click on FIND L | to pull up your name and credit card number.

Place a cursor on the transaction you need to dispute.

Change the ACTION code to DISPUTED. The DISPUTE MAINTENANCE will

open.

Place a cursor in the Dispute Code field, click on HELP and select LIST for a

pull down menu of the dispute codes.

7. Enter the DATE MERCHANT CONTACTED. NOTE: You should alwaystry to
resolve the dispute with the merchant first. Thisisthe fastest way to receive your
money back. If the merchant declined to assist, dispute it through PCMS.

8. Enter comments. It'simportant to explain the situation here.

9. Click SAVE to save the changes

10. Look for a confirmation at the bottom of the screen * Transaction complete; 3
records applied and saved”.

11. Click on ACTION and select EXIT.

agbrw NP

o
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NOTE: Remember you have 60 days from the purchase dateto dispute a
transaction through PCMS. After you have disputed in PCM S, you need to follow
up with ahard copy. You may visit the website below for a copy of the dispute
form. After the bank received the dispute form, they will issue a temporary credit
“Retail Credit Adjustment” to the account and then work with the merchant. The
bank may send correspondenceto the cardholder for additional information. The
credit will become permanent once the case has been resolved, which takes at least
45 days.

http://www.gcsuthd.bankofamerica.com/forms/doc/C12A1198.doc

RESOLVING DISPUTES

A dispute is resolved once the bank resolved the case. The credit will balance the
dispute.

Select the disputed transaction, click on the DISPUTE MAINTENANCE tab and enter the
Date Resolved. Click the TRANSACTION tab, change the ACTION code to
RESOLVED. Click SAVE to save the changes. Wait for a confirmation at the bottom | eft
of the screen for this message “ Transaction compl ete: records applied and saved”.

Reconcile and approve the credit received, change ACTION code to APPROVED, enter
the ITEM DESCRIPTION and DATE RECEIVED. Click on the TRANSACTION
MAINTENANCE tab, modify the accounting code and object class.

NOTE: Accounting code and object class should be the same for both the disputed and
the credit.
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HOW TO QUERY (RETRIEVE) A SPECIFIC TRANSACTION:
(Use thisinstruction when you need to re-reconcile/modify the accounting code/object
class on atransaction)

Logon to PCMS.
Click on CARDHOLDER and select CARD TRANSACTION.

{

Click on ' | to pull up your name and credit card number.
Place a cursor on the first transaction line or purchase date.

)

Click the '™ | button.
Go to the Transaction Amount and enter the amount (do not use the $ sign).

{

Click L™ |toretrieveit.

N o ~w DME

NOTE: You can also retrieve the transaction by the Purchase Date; or Transaction
Amount; or Action Code; or Merchant Name. For the Merchant Name, you can do A%
to find all names beginning with the letter A. The percent sign (%) matches any number
of characters. Itissimilar to using awild card matching.

Figure | —How to find transactions by using the % sign as awild card.

Transactions

Approved Furchase Transaction herchant Il e
Date Date Amount  Merchant Name Merchant Address  City St
= | | | A% | | B
| | | | | | B
| | | | | | B
| | | | | | B
= | | | | | | B
Actions
Action ltern Descriptian Comrmernts
| "] ‘ ‘
Conv Check No [ Date Received [ SF281 Code |
Tax [0 Number | Agency Ref Mumber |
Figurell —H

31050 ACE LANDSCAPING | | J
| 52.00 |ARMY NAWY AF FED | 'SPRINGFIELD
| | | | | |
| | | | | |
| | | | | |
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Figure 1l —How to find a transaction by using a specific dollar amount.
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REPORTS MENU

& PURCHASE CARD MANAGEMENT SYSTEM

ORACLE

WWELCOME TO THE PCMS APFLICATION

EXT PCMZ

Hjsmrt“gﬁj@@ | @ >Fin... | @ rurch... | B caro... | B seari... | £)orad.. ||@mﬂc_ B ~576... | [« 7:54AM

To Print a PCM S Report:
Click on Reports, select Cardholder Report and the screen below opens.

=10 x|
ORACLE

& PURCHASE CARD MANAGEMENT SYSTEM

ry Block Record Field Help

Cardholder Report

Purchase Begin Date
(dd-mon-yyyy)

Purchase End Date
{dd-man-yyyy)

Run Report | ¢
o

Use this scroll bar to
move the screen down
}0 the Exit button

Exit PCMS button,
closes application

wsmrtl |@ @M@ |@>rn. |BEeuc.. | ®caro... | g sean... | £)orad... ”@PURL #]~794.. | [« 7258

Enter the Begin Purchase Date (i.e. 01-AUG-2004)
Enter the End Purchase Date (i.e. 31-AUG-2004)
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CARDHOLDER PCM S REPORT

; https:/ [ pcmsweb.nfcusda gov [ reports/rwserviet/getjobid34804?server=REP_FIR - — | o |i|
J File Edit View Favorites Tools Help | :,'
J \_) Back ~ \_) - \ﬂ \ELI _;_\]|/'._\' Search \;1\'/ Favarites @l{ - ;1__'_ E - j‘:i
JAddress I@hl https: //pcmsweb.nfc.usda.gov reports frwservlet/getjobid 343047server=REF_FIR ﬂ =1 Go |JLinks * J @ -
a
CARDHOLDER TRANSACTION REPORT
CARDHOLDER WAME: W/A - TRANSACTIONS FROM: 01-JUN-2002 TO: 30-JUL-2002
PURCHASE DT AC  MERCHANT NAME cITY st mmerzaz ACCOUNTING INI
AMOUNT ACCTG ST COMMENTS DIST AMOUNW BOC
DESCRIPTION
-JUR-2002 T TOSHIEA AMER/FACSIMILE IRVINE 2 $7,262.00
$7,262.00 ]
-JUR-2002 T CURDRA e INC 103 ANGELE o2
sa7
527 L
0-JUN-2002 T COWVENIENCE CHECK EEE(ER)
51
s1 N *FINANCE CHARGE® CRSH ADV
0-JUN-2002 T .CE LANDICATING $310.50
£210.50 ¥ CHEC na
-JUR-2003 T SCITECH INTERNATIONAL INC CHICAG L
$3£8._85
$268.85 ]
-JUR-2003 T CONVENIENCE CHECK FEE (ER) 51
51 ¥ *FINANCE CHARGE® CRSH ADV
-JUR-2002 T BRODY'S UNIFORM CLEANERS
s285_00 z&70 -
FELE H FHECE A01NAE
4 | _'l_l
[&] Done |_|_|_|_|ng Internet
psiod] | 800 OE | DB @B 5o [ETH Er. E10] Sr. @ul[E [« momn
Field Name Description

Cardholder Name

Cardholder Name is included on the report. The report
also displays the dates of the transactions requested.

Purchase Date Date the transaction posted to the credit card account.
AC Action Code: U — Unapproved, A- Approved
Merchant Name The merchant your purchased the goods/services from
Amount The amount charged to your credit card account
Acctg ST N= New Transactions (available for reconciliation)

L= Locked Transactions (unavailable)
P= Processed by FFIS (available)

Dist. Amount

The amount reconciled to the accounting code to the
accounting code.

BOC — Budget Object
Code.

BOC identifies the item purchased. It is imperative to
select the correct BOC. This will assist IRS and NFC
to generate accurate 1099s (MISC. Income Tax

Reporting).

Accounting

The program 10 digits accounting code.
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